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DEPARTMENT OF HEALTH & MENTAL HYGIENE
BOARD OF NURSING - Electrology Committee

Item No. Description of Records Series (Program, forms, etc.) Authorized Retention Period & Instructions

1.

2.

3.

ELECTROLOGIST License Applications

Examinations

Renewal Applications

R e g i s t e r of ELECTROLOGISTS

Electrology Committee Meeting Minutes

Two (2) years

Retain permanently. P e r i o d i c a l l y

t r ans fe r - to S t a t e Arch ives .

Two (2) years

Retain permanently. Periodically transfer to
State Archives.

Retain permanently. Periodically transfer to
State Archives.

APPROVED BY: (DHMH bfficial) DATE: Cj h (-,LJ

SIGNATURE: W£3rYUY\Ck V W \ S \ J Q

NAME/TITLE: Donna Dorsey, Executive Director

AUTHORIZED BY: (STATE ARCHIVES) DATE:gA» • • 20Bt

SIGNATURE:

NAME/TITLE : Edward C Papenfuse, Jr., STATE ARCHIVIST

DGS 550-1 (DHMH rev. 2002)
MH 2002)



DHMHInstwitog -Mafce.btolal Has. Oatermne whetwr each a normicom, record

nwohaiorbolh. Group mioRecota Series. Prepare a separate inventory form ior each

Record Series idenateo. Al Record Series are to be bled on a Schedule Form. Forvwdal

FScords inventory (arms « » I T a proposed Schedule form (DGS 550-1) k> tie DHMH

Records Officer thru your Records Coordrotor.

O6PARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP. MARYLAND 20794

DHMH RECORDS INVENTORY

PAGEid

1. Oepertnent/Agency

DEPT OF HEALTH & MENTAL HYGIENE
2. Office/Admns»a«on«oard

BOARD OF NURSING

3. Division/Unit or Sector

-A group of related records

S. Eartesl Year/Latest Year

°«»cft<Mi(Btel>y()6scrtoffiefrT^oin)<XTT«ijrxvaocum^ Include Ihe purpose or ftjncton of Ihe series.)

'• Record Series FormaHs) Lstai

?***- r%n/tape: Electronic:

OLetterSra OFinySMes 0 Kepi on Hard Drive

(3Smm. etc)

ULeoalSize OMtaoSnv 0 Computer Tape

MtaoSche

0 R o f c _ 0 OAurJoTape DRoppyDBk

0 Bound Book 0 Video Tape DCO.DVO.elc

0 C a r d _ x _ OOBwrf

8. Record Series Sequence

0 Alphabetic*

0 Numerical

0 Chronological

Q Geographical

0 Other (specify)

9. Volume

0 FSe Drawees)

0 Mcmffen ReeKs)

0 Computer Tape(s)

Number 0 OKier (specify)

10. Annual Accumulation

Q Fie Drawees)

0 Mcroftn ReeHs)

0 Computer Tape(s)

Number 0 Other (specify)

11. Fieisused QOaiy OWeeMy D Monthly OAmualy .

13. Current Locators) (Bidg., 0 , ^ . f)am)

Board of Nursing -Reisterstown Road Plaza Office

15. Privacy /Access Restrictions D Yes 0 No

0Personal DMedea/ DProprietary OCtesiSed Oother_
(» Yes, dte Law(s) & Re(Matioo<s)

12. Fie Becomes Inactive After _ D Months)

Number D Yeats)

14. Is Record Series Duptcated Ebewhere? (H yes. specify agency or office.)

0 Yes X No Agency/Format

16. Audit Requnments 0 None Vlntemal OCXG

OLegislstive 0 Federal 0 Independent

17. b a n mdex System used? tf yes. a s p * * briefly and describe requramens

0 Yes 0 No

18. Recommended Retention: In OfSce And m Storage (Each Format)

19. Name and rue of Prepare/

Tom Kravitz, DHMH Records Officer

E-mail address: kravftzt@dhmh.state.md.us

S 550-4 (DHMH Rev. 2002 )

20. Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room# 540 A

21. Date

September 29, 2004



PHMH manjctiora-Mate a bl o> al Has Detemro whether each is norwecord. record

n«enalabolh.GrouphloRecort)S«ies. Prepare a separata iTventory farm lor each

Record SeriesBen«ed.AI Record Soles are to be feted on a Schedule Form. Forwardal

Rerards Inventory ferns wiihihe proposed Schedule form (OGS 550-1) to iheDHMH

Records OScer thru your Records Coordinator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410)799-1379

DHMH RECORDS INVENTORY
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1. Department/Agency

D E P T OF HEALTH & MENTAL HYGIENE
2. Offca/Adnjfel/abun/Board

BOARD OF NURSING

3. Division/Unit or Section

WNmON- RECORD SERIES- A group of related records

Record Series Toe
llor

5. Eartesl Year/Lale3i Year

lo

'erardSerwDescripfcm (Briefly descr»>elheNi)eso(hfornwior^^ mCude (he purpose or function o( the series.)

7. Record Series Formstls) list at

Paper Ftn / tape: Electronic:

OLenorSee Df*rVSMes 0 Kept on Hard Drive

(35mm. etc)

0 Legal Size OMcrofkiV D Computer T8pe

Mcrofche

0 Rote 0 0 Auolo Tape 0 Floppy Disk

0 Bound Book 0 Video Tape HCO.OVO.elc

0 C a r d _ x _ O O t w l

S. Record Series Sequence

D «*>habofcal

D Numerical

D Chronological

Q Geographical

0 CKher (specify)

9. Vokme

Number

0 FtoDrawerts)

0 Mcrottn ReeKs)

0 Computer Tape(s)

0 Other (specify)

10. Annual Accumulation

0 FieDraweits)

0 McroOn ReeKs)

0 Computer Tape(s)

Number 0 Other (specify)

" Fie is Used 0 Daly DWeeWy 0 Monthly OAnnoaly

« Current Loca8on(s) (Bldg. Ftoor. Room)

Board of Nursing -Reisterstown Road Plaza Office

12. Fia Becomes Inactive After 0 Month(s)

Number 0 Yeats)

14. Is Record Series Dupicated Efeewhere? (If yes. specify agency or office.)

D Yes X No Agency/Format

15. Privacy /Access ResticSons 0 Yes 0 No

DPersonal 0Medical "Proprietary Qdassified O0(her_

C Yes. cite U M s ) * Regul8tlon(s)

16. AotaRequrements 0 None Otmamal OOiG

0 Legislative 0 Federal 0 Independent

17. Is an Index System used7 If yes. explain We»y a«J descrlx, requremenls

0 Yes 0 No

18. Recommended Retention: In OBce And In Storage (Each Formal)

19. Name and TOe of Preparer

Tom Kravite, DHMH Records Officer

E-mail address: kravrtzt@dhrnh.state.md.us

3S 550-4 (DHMH Rev. 2002)

20. Location: 201 West Preston St Baltiimore MD 21201

Telephone Number* 410 767-5934 Room # 540 A

21. Date

September 29, 2004



DHMHIngructiore-MatealM Q! ames.Deteminev^elhefaachBrxxwBconl, record

material or both. Group into Record Series. Prepare a separate inventory form lor each

Record Series tfenWed Al Record Series are lo be Isled on a Schedule Form. Forvrardal

Records hvarrtory forms with the proposed Schedule form (DGS 550-1) to IheDHMH

Records Offcer thru your Records Coordhator.

DEPARTMENT OF GENERAL SERVICES

STATE RECORDS CENTER

7275 WATERLOO ROAD

P.O. BOX 275

JESSUP, MARYLAND 20794

(410) 799-1379

DHMH RECORDS INVENTORY

PAGE X2
V DeparHianVAoency

DEPT OF HEALTH & MENTAL HYGIENE
2. Olfce/AdiiifciialiuiVBoard

BOARD OF NURSING

3. Divisionnjrtt or Section

m O N - RECORDS

»d Series Tine

• A group ol related records normafy Bed and v

5. Eeriest Year/Latest Ye.

to

WSeriwDesoipiion (Briefly d e s c * e « » types o( WomattorVdoomrjrrlsfcrrrB feunrj in ^ series, include the purpose or function of Die series.)

7. Record Series ForrreMs) Lei a l

Paper A n / t a p e : Electronic:

0 Latter Size DF*rVSHes a Kept on Hard Drive

(35mm. etc)

OLegalSize DMoroAnnf 0 Computer Tape

Mcrofiche

ORots 0 OAurJoTapa OFtorjpyDek

0 Bound Book 0 Video Tape dCO.DVD.etc

0 C a r d _ _ x _ _ D0ther(8|

6. Record Series Sequence

0 Afihabetcal

0 Numerical

0 Chronotopca

D Geographcal

D Other (specrly)

9. Vokjme

Number

0 Fie Orawer(s)

0 Mcrofkn ReeKs)

0 Computer Tape(s)

0 Other (specify)

10. Annual Accumulation

0 FleDrBwer(s)

D McroAn ReeKs)

0 Computer Tspe(s)

Number 0 Other (specify)

" . Fteisused DOaiy OvveeWy 0 Monthly OAnnualy

« • Current Locators) (Bug.. Floor. Room)

Board of Nursing -Retsterstown Road Plaza Office

15. Privacy /Access Restrictions 0 Yes D No

DPersonal 0Medical "Proprietary aoassified 0Other_

(W Yes. die La»<s) a Regulation(s)

12. Fie Becomes Inactive After D Month(s)

Number 0 Year's)

14. Is Record Series Dupfcated Elsewhere? (If yes. specify agency or office.)

D Yes X No Agency/ Format

16. Audi Requirements 0 None 0 Intone! DOIG

OLegolBtrw 0 Federal 0 Independent

17. b a n h o e , System used? If yes, explain briefly and descnbe requranenB

0 Yes 0 No

18 Recommended Retention: In Offce And In Storage (Each Format)

19. Name and Tide of Prepare,

Tom Kravitz, DHMH Records Officer

E-mail address: kravrtzt@dhmh.state.md.us

3S 550-4 (DHMH Rev. 2002)

20. Location: 201 West Preston St Baltimore MD 21201

Telephone Number* 410 767-5934 Room# 540 A

21. Dale

September 29, 2004


